Expense Reimbursement | 


72962 
Delegated authority: 
Department (choose from 
drop down menu): 008 0000 
Nominal Code (Finance Use) 
Expense Period From:[ O| 
To: 07/10/2016 


Itemised Expenses 


DESCRIPTION CATEGORY cosT 


: ; . Receipt (drop down for appropriate 
(including times for subsistence claims & No. (choose from drop currency) 


Depam Arrive business purpose) down menu) EURO 


TIME 


14.45 
N) 

Taxi for 3 people in Brussels 4269 Travel - Overseas 39.60 

Dinner at Renaissance hotel 252 21.00 


Food at La Fattoria del Chianti Subsistence - Overseas 
receipt for Momentum Services Itd Subsistence - Overseas 


SUBTOTAL 
Mileage 
Car miles claimed (Standard Rate) * 45 p per mile L 0.00] 
Car miles claimed (Public Transport Rate) 25 p per mile En) 
Motorcycle miles claimed 24 p per mile 0.00] 
Bicycle miles claimed 20 p per mile En) 
Passenger rate 5 p per mile Een) 
Miles 10. Ol 
passengers 


*Note: Mileage reimbursement for personal car please deduct usual mileage to/from work 
Less Cash Advance| _ | 
TOTAL REIMBURSEMENT|___101.55 | 


Don't forget to attach receipts! 


Claimant: Please email to your manager for approval. 
Delegated authorities: Please forward to expenses@ico.org.uk by way of approval for paymeni 


ico. EXPENSES CLAIM 


I Finance Section 
Payroll NO. Department 


be claimed in accord 


xpenses Guide available on 
[i 


Usual mileage to work N/A 


(2) 
° 
l 


NB only mileage in excess of your usual journey can be claimed. Please make the adjustment before entering into the STD mileage box. Refer to the Expenses Guide 
in you are unsure. 
Date Time Full details of journey and charges. Mode of | Car mileage | | Receipt] 


Doea Depart (Arrives) ens E 
Ce af ee ee ee a See) 
12/09/16 


PTR 


| travel | 
(Es 
31/10/16| 06:40] 07:30 euston he 
| si1o/16| 19:05] _20:30|euston tom fren 
Pe RE in eee eh eee gute 


Other incidental expenses (e.g. telephone, postage 


total amount claimed 


less cash advances received 


amount claimed for 
If this journey has incorporated an overnight stay at a hotel could you please note or append any comments 
positive or negative) about the standard of the accommodation. 


DECLARATION 
I declare that the expenses claimed above have been actually and necessarily incurred by me in accordance 
with the Information Commissioner Expenses Guide. 


ll 


e if you are unsure who can approve your claim 


Job Level 


Additions checked Budget Code 
Budget Holder 


Authorised by the Finance Manager 
Consuming CC 


* Receipts must be provided for subsistence claims. Please attach to the back of this form. 


OR FINANCE USE 
Paid stamp 


Expense Reimbursement ae 


Employee Name: Nicola Wood Claim Number 


Department (choose p z 
from drop down menu): Executive - 008 
Expense Period From: 01/10/2016 
To: 10/10/2016 


Itemised Expenses 


COST 
DESCRIPTION Receipt CAES RY (drop down for appropriate 
DATE 7 z 5 i f y (Choose from drop 
(including times for subsistence claims & business purpose) No. currency) 

dor Enw 
[to Cambridge station and back 10 miles @ 45 p.p.m | |  Travea-uk | 450 — | 
07/10/16 __|train fare Travels uk 89.80 
a | ee | es | | 
a | | PS | es | | 
a ee | es | es R) 
ee | | ee | a | 
E | es | ee | 
| | (| | 
E | | | 
E | es | es | es ee 
E e | 
E E | es | 
E | | | | 
Ss |S | Es | S| 
a Sa | a, es 
a | | a | | 
ES SS | aa, S| 
Mileage 
Car miles claimed (Standard Rate) * 45 p per mile 
Car miles claimed (Public Transport Rate) 25 p per mile 
Motorcycle miles claimed 24 p per mile 
Bicycle miles claimed 20 p per mile 
Passenger rate 5 p per mile 


Miles j 
passengers 


*Note: Mileage reimbursement for personal car please deduct usual mileage to/from work 


Less Cash Advance 
TOTAL REIMBURSEMENT 
Don't forget to attach receipts! 


Claimant: Please email to your manager for approval. 
Delegated authorities: Please forward to expenses@ico.org.uk by way of approval for paymeni 


For Finance Use 


008 0000 


Additions checked Nominal Code 


Authorised by Finance Manager 


Paid Stamp 


Expense Reimbursement ooo 


Employee Name: Ken Macdonald Claim Number 


Delegated authority: 
Department (choose from 
drop down menu): Scotland - 016 016 0000 


Nominal Code (Finance Use) 
Expense Period From: 01/09/2016 
To: 30/09/2016 


Itemised Expenses 


COST 
(drop down for appropriate 
currency) 


TIME DESCRIPTION Receipt CATEGORY 
(including times for subsistence claims & No B (choose from drop 


Depart Arrive business purpose) down menu) 


Bus to Airport 
Home -> Airport -> Belfast 


— 
Subsistence - UK 4.30 
Lunch 9 Subsistence - UK 3.00 
Bus from SG Travel - UK 1.60 
Home -> Airport -> Belfast 
Return Home 
Snack Subsistence - UK 
Evening Meal Subsistence - UK 
Home -> Cardiff -> Belfast 
Return Home 
Snack Subsistence - UK 
Bus (rtn from/to Cardiff Airport) Travel - UK 
Lunch Subsistence - UK 
Evening Meal Subsistence - UK 
Taxi to office Travel - UK 
Evening Meal Subsistence - UK 
Taxi to Stormont Travel - UK 
Home -> Wilmslow rtn 
Snack Subsistence - UK 
Lunch Subsistence - UK 
Home -> Cardiff 
Return Home 
Snack Subsistence - UK 4.30 
Bus (rtn from/to Cardiff Airport) Travel - UK 8.00 
Subsistence - UK 3.00 


Lunch 24 
Breakfast Subsistence - UK 995 

Lunch 
Snack 
Taxi from Office to Scottish Parliament 
Taxi from Scottish Parliament to Office 
Rail Ticket (Cardiff - Wilmslow) 
Airport Parking 32 


SUBTOTAL 274.69 
Mileage 
Car miles claimed (Standard Rate) * 45 p per mile aaa) 
Car miles claimed (Public Transport Rate) 25 p per mile 00) 
Motorcycle miles claimed 24 p per mile | 9.00] 
Bicycle miles claimed 20 p per mile 00 
Passenger rate 5 p per mile | 000l] 


Miles 


passengers 
*Note: Mileage reimbursement for personal car please deduct usual mileage to/from work 


Less Cash Advance 
TOTAL REIMBURSEMENT 


Don't forget to attach receipts! 


Claimant: Please email to your manager for approval. 
Delegated authorities: Please forward to expenses@ico.org.uk by way of approval for paymeni 


RCT Number 
Expense Reimbursement ne 


Department (choose A E 
from drop down menu): Executive - 008 
Expense Period From: 11/10/2016 
To: 31/10/2016 


Itemised Expenses 


COST 
(drop down for appropriate 
currency) 


CATEGORY 
(Choose from drop 
down menu) 


DESCRIPTION Receipt 
(including times for subsistence claims & business purpose) No. 


0/10/16 
0/10/16 
0/10/16 
1/10/16 


4.50 
102.60 
1.75 
1.75 


Travel - UK 
Travel - UK 


pK ų UO 
| E | SO 
O S Trave | 10260 S 
E | | | 
a es ee ee 
E 
SSS SS SSS EES 
ee ee eee 
E | | 
a a | | 
a ee | 
es | | 
SS F) 
a | eS | | 
E EE — 
S| SS SSS 
115.10 


P 115.10 | 
Mileage 
Car miles claimed (Standard Rate) * 45 p per mile 
Car miles claimed (Public Transport Rate) 25 p per mile 
Motorcycle miles claimed 24 p per mile 
Bicycle miles claimed 20 p per mile 
Passenger rate 5 p per mile 


Miles j 
passengers 


*Note: Mileage reimbursement for personal car please deduct usual mileage to/from work 


Less Cash Advance 
TOTAL REIMBURSEMENT 
Don't forget to attach receipts! 


Claimant: Please email to your manager for approval. 
Delegated authorities: Please forward to expenses@ico.org.uk by way of approval for paymeni 


For Finance Use 


008 0000 


Additions checked Nominal Code 


Authorised by Finance Manager 


Paid Stamp 


Expense Reimbursement aia 


Employee Name: Jo Pedder Claim Number 
48279 
Delegated authority: 


Seg bee a al Policy Delivery - 011 011 0000 


Nominal Code (Finance Use) 
Expense Period From: 01/10/2016 
To: 31/10/2016 


Itemised Expenses 


COST 
(drop down for appropriate 
currency) 


DESCRIPTION CATEGORY 


(including times for subsistence claims & Pag (choose from drop 
business purpose) p down menu) 


TIME 


Depart Arrive 


4/10/16 08:23) 10.23 LSE Children's privacy roundtable al Travel - UK 64.00 


= 
A 
Mm 

a 

pE 

(e 

(e 


*Note: Mileage reimbursement for personal car please deduct usual mileage to/from work 
Less Cash Advance 
TOTAL REIMBURSEMENT 64.00 
Don't forget to attach receipts! 


| 64.00| 

Mileage 
Car miles claimed (Standard Rate) * 45 p per mile L 0.00] 
Car miles claimed (Public Transport Rate) 25 p per mile 0.00] 
Motorcycle miles claimed 24 p per mile Ee) 
Bicycle miles claimed 20 p per mile en) 
Passenger rate 5 p per mile De) 

Miles 10. Ol 
passengers 

SEES 
| 64.00 | 


Claimant: Please email to your manager for approval. 
Delegated authorities: Please forward to expenses@ico.org.uk by way of approval for payment 


Expense Reimbursement 


Employee Name: | Simon Entwisle 


Delegated authority: 


Department (choose from 
drop down menu): 


Expense Period From: 28.09.16 
To: 


Executive - 008 
Nominal Coda (Finance Usa) 


Itemised Expenses 


COST 
(drop down for appropriate 
currency) 


DESCRIPTION CATEGORY 
TIME 4 Receipt 
(including times for subsistence claims & No (choose trom drop 


business purpose) 3 down menu) 
Hepat Arrive 


e, ieg Travel to pondon to attend 


28.09.16 | 
S o 

07-1006 | 06:20) — | Travel to London to attend Non- Executive | arg 
ÆR Di 


O na 


ng currency rom 


Mileage 

Car miles claimed (Standard Rate)* 45 p per mile 
Car miles claimed (Public Transport Rate) 25 p per mile 
Motorcycle miles claimed 24 p per mile 
Bicycle miles clalmed 20 p per mile 
Passenger rate 5 p per mile 


passengers 
*Note: Mileage relmbursement for personal car please deduct usual mileage to/from work 


Less Cash Advanta 
TOTAL REIMBURSEMENT| __ 31Li8 | 
Don't forget to attach recolptal 


Claimant: Please email to your manager for approval. 
Delegated authorities: Please forward to expenses@ico.org.uk by way of approval for payment 


Retroo aasa 


008 0000 


